


Assistant Secretary
of the Army
{Installations and Logistics)
Harold L. Brownman

Deputy Chief of Staff
for Logistics
Department of the Army
Lieutenant General
Jack C. Fuson

Commanding General
U.5. Army Materiel Command

General John R. Deane, Jr.

Commandant
U.5. Army Logis
Management Center
Colenel Don A. Wilkinsen

Editor-in-Chief
Themas A. Johnsen

Associate Editors
Terry R. Speights
Jacqueline Patterson
Assistant Editors

Greg Todd
Thomas Gelli
William Finnegan
Richard Ford

Art Directar

Hugh E. Humphreys

Staff Artist
DeFonce Threatt

ABOUT THE COVER

The rapid movement of men and ma-
teriel is an undisputed Army require-
ment. It is alse expensive. The com-
mander of the Military Airlift Command,
in the story beginning on page 2, fells
how the costs are derived, (Photes
courtesy of the United States Air Force).
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The mission of ARMY LOGISTICIAN is to pro
wvide timely and awthoritative information on
Army  and Defense logistics plans, policies,
doctrine, procedures, operations, and develop-
ments to the Active Army, Army Mational
Guard, U5 Army Reserve, civilian employees
of the Army, and the public. ARMY LOGISTI-
CIAN is published to increase knowledge and
understanding of logistics and assists in ac
complishing the information objectives of the
Department of the Army.

ARMY LOGISTICIAN is an official Depart-
ment of the Army periodical published bi-
manthly at the WS Army Logistics Manage
ment Center, Fort Lee, Virginia, under the
sponsorship of the Assistant Secretary of the
Army (Installations and Llogistics), the Deputy
Chief of Staff for Logistics, and the Command-
ing General, U5 Army Materiel Command,
Photographs are U5 Army wnless otherwise
specified, Material may be reprinted provided
credit is given to ARMY LOGISTICIAN and te
the author. Opinions expressed by contributors
da not necessarily reflect the official viewpaoint
of the Department of the Army.
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Rules for Meetings
(inside back cover)

of interest on any function of U5 Army logis-
ties are invited., Direct communication is au
thorized to: Editor, ARMY LOGISTICIAN, U5
Army Logistics Management Center, Fort Lee,
Wa. 23801,

Use of funds for printing this publication
was approved by Headguariers, Department of
the Army, 1 October 1974,

Active Army units receive distributicn under
the pinpeint distribution system, as outlined
n AR 310-2. Completed DA Form 12-5 must be
went directly te C0. AG Publications Center,
ZAO0 Eastern Boulevard, Baltimore, Md. 21220,

Army Mational Guard and LS. Army Reserve
units must submit requirements through theis
state adjulants general and U5 Army Reserve
channels respectively

Subscriptions ta  ARMY LOGISTICIAN are
available through the Superintendent of Docu
ments, U.5 Government Printing Office, Wash-
ingtan, D. C. 20402, Annuval rates are $7.465
for mailing to a domestic or APO address and
§9.60 for mailing to a foreign address. Indi-
vidual copies of the magazine are $1.35 each.
Checks should be made payable to the Super-
imendent of Docwments.
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c veryone knows the value of his own time and every-
one hates to have that precious time wasted, One of the
most frustrating time wasters is a poorly planned and
conducted meeting or an unnecessary meeting. Lieu-
tenant Colonel George C. Wallace recently told Army
Logistician magazine that, “During the past five vears,
I estimate that half of the time I spent in meetings has
been wasted. This was confirmed by a detailed account
of the meetings T attended during a recent 30-day pe-

riod. The average was three hours of meetings per week,
or 156 hours a year.”

Some rules offered by Colonel Wallace should be
helpful to those who conduct meetings and to those who
attend. When appropriately applied, these rules will un-
doubtedly save a great deal of that valuable commodity
—time. In his postscript, Colonel Wallace reveals,
“this list was outlined while attending a two-hour meet-
ing that should have lasted not more than 30 minutes.”

® Don’t have a meeting unless it is necessary. Perhaps the infor-
mation can be exchanged through phone calls or memoranda.
® Determine the purpose of the meeting. Will it produce a decision

or provide information?

* Prepare a specific agenda of key issues and distribute it in ad-

vance,

® Invite only those individuals necessary to accomplish the purpose

of the meeting.

® Determine who will chair the meeting. One person cannot con-
trol the meeting and actively participate at the same time.
® Never schedule a meeting for the last hour of the working day un-

less absolutely necessary.

®* Make administrative arrangements. Should it be a sitdown or
standup meeting? (Standup meetings save a lot of time!) Should it be
a roundtable discussion or classroom lecture? Have handouts and

guidelines available, if necessary.

® Start on time. Latecomers will get the message!
® Conduct the meeting in a firm businesslike manner. Maintain con-
trol, summarize frequently, and cut off long-winded speakers when

they have made their points.

* At the end, sum up the conclusions, decisions, and followup ac-
tions, and circulate copies of the minutes, if available.
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